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Signing on to the Network 
 
To enter the State Network 
 
Enter your user name 
Password  
Domain: BF200lnk 
Click on Log In 
         
 

 
 

Entering the STATE DISSOLUTION APPLICATION  
 

 
                                                              
Click on Vital Records ERS II Ext (External user) to enter into the State Application Site for Dissolutions  
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The TRAINING SIDE DISPLAYS THE STATE SEAL . You can go in on this side of the application to train or practice entering 
records.  
 

 
 
The PRODUCTION SIDE IS WHERE YOU ENTER LIVE RECORDS  IN THE SYSTEM 
It may have the State Bird, Sandhill Cranes, or some other picture other than the State Seal. 
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To start a new Dissolution record go to: File, New, Dissolution 
                             

 
 
 
There will be six tabs to complete (General, Husband, Wife, Divorce Information, Confidential, and Complete). 
The Flags tab has some system information. 
 
GENERAL  tab 
 

 
 
The application will open up on the first tab (General). You will enter the filing county (or it will auto fill) and then enter the Court 
Record Number.  Once you tab off you move to the next tab (Husband). 
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HUSBAND tab 
 

 
 
Begin to enter the Husbands information. Once you type the first name tab to the next box to type in the middle name and the same for 
the last name. The system defaults to the United States, so you can tab past it if this is correct for the Country of Residence. The same 
process works for the State. The system is defaulted to Nebraska.  
 
The County or State is different than the default, click on the down arrow and the all the countries and/or states will appear in a drop 
down. You can also start typing the name of the country or state and the system should auto fill. 
 
Drop down for Countries 
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If you choose a country other than the United States for Residence Address, all the State, County and City fields will be grayed out 
and no information will be entered.  
 

 
 
 
Once you have completed the last paragraph on the Husband’s tab the system will move right to the next tab (Wife) 
 
WIFE  
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Divorce Information tab :  Complete the information on this tab as provided in the court record. 
 

 
 
 
 
 
Scroll down for the second part of the Divorce tab or tabbing will take you to the next field to enter. 
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Confidential tab:  Complete the Confidential tab.  For both the husband and wife, if social security numbers are unknown or were 
refused to be provided then enter all 9’s in the SSN# fields. For both the husband’s and wife’s Origin when origin is of Hispanic 
origin, enter a Y in the box for Yes. Otherwise, enter N for No or U for Unknown.  When race is provided, check the appropriate box 
or boxes by using the mouse or space bar.  If Race is not provided then check  Unknown. 
 

 
 
The Flags tab:  Does not apply to District Court Clerk.  This tab applies for State Dissolution Clerk only.  
 

 
 
Complete Tab 
Once you have entered all the information for completing the Dissolution record, enter a Y in the Record is Complete box and then 
click on the SAVE ICON (looks like a diskette). 
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You can also use the SAVE found under FILE  
 

 
 
 
If you are interrupted or need to stop working on a partially completed  record, click on SAVE WITHOUT EDITS.  This allows you to 
save the record without firing off all the edits. If you click on SAVE or the SAVE ICON when a record is incomplete all the entry 
edits will fire off and you have to answer them all before you can exit the record.  
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To Print the Clerk’s OFFICE COPY   
 
Go to Requests and then click on Print: DC Cert. of Dis OfficeCopy Cnty   
          

 
 
 
You can also print a blank worksheet. Once you have entered a record you can print the work sheet. You can search on any completed 
record and go to Requests to print blank worksheets. 
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To SEARCH for a record:  Go to the entry search screen. 
 

 
 

  
 
Click on Dissolution which will open the search screen. 
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You can now search for any record you have entered and saved in the system. There are different ways to search for record that is in 
the system.  If there are only a limited number of records (100 or less) that have been entered in system for your county, you can put in 
just the event year (2007) and retrieve all of those records up to 100 records. You can then click OK and search through the list of 
records for the specific record you want. The more information added in the search, the more specific the search is refined to finding a 
specific record. In this example the use of the Event Year and the Husband’s last name are used. You could also use the Wife’s last 
name. Click on Search 

 

 
 
In this example, the Husband and Event year were used in the search. The system finds the record(s) that meets your search criteria. 
Highlight the record you want to view. You can then double click on the record you want to view with your cursor or click on display. 
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When the search is complete, the system displays the record starting with the first tab. You can then go to any tab for the screen or 
information you wish to view.  
 

 
 
 
You can also go to Requests and print either blank worksheets or an office copy of the chosen record. You can also view only the 
record by clicking on the office copy and allowing the document to open. 
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When you click on the office copy you will get a gray print screen.  Wait until the system loads the document for viewing.  
 

 
 
 
When it opens you will get a 62% version which you can enlarge or expand to 100% 
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This is a partial view of a 100% or full screen. This view is limited due to the size of the monitor it is displayed on. If you wish to print an 
office copy for your files, click on the print icon. This prints the office copy. 
 

 
 
When the print job is complete or you are done viewing the record click on Close, the window closes and you’ll be back to the screen 
you were on when you opened the document. To close back to the initial screen or to search for another record, click on the X closeout 
in the right-hand corner of each screen until you are back to the ERS screen. 
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The ERS entry screen. To search or start a new record click on File or Search 
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Shortcut Keys 
 

 
 
To access keyboard shortcuts, go to the Help Tab then Keyword Search. 
 

Control Key Shortcuts 
 
CTRL-C- COPY:   This key copies the contents of the field containing the text cursor to the 

Windows clipboard. The field contents are not altered. 
 
CTRL-O- OVERRIDE:   This key sets the edit override indicator for the field containing the text 

cursor.  
 
CTRL-P The data entry form is built from labeled boxes which are called paragraphs (in Windows 

terminology, they are called group boxes).Pressing Ctrl-P will move the text cursor from 
the present field to the first enterable field in the next paragraph.   
 

CTRL-Q-  QUERY:   This key sets the query indicator for the field containing the text cursor.  
 
CTRL-R-  RESET QUERY/OVERRIDE:    This key removes the query or override indicator. Note 

that a field can be either overridden or queried, but not both.  
 
CTRL-S:    This key saves the current Event. It is equivalent to the File | Save menu item.  
 
CTRL-V- PASTE:  This key pastes the contents of the Windows clipboard into the field containing 

the text cursor. The new contents replace whatever was previously in the field.  
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CTRL-X- CUT:  This key clears the present field and copies its contents to the Windows clipboard. 
From the clipboard it can be pasted into another data entry field, or into another Windows 
application which supports the clipboard.  

 
CTRL-Z:    This key clears the contents of the field containing the text cursor. 
 
CTRL-DELETE: If the text cursor is in a mask edit field (a field with slash or dash characters), the field 

will be cleared when Ctrl-Delete is pressed.  
 
CTRL-TAB: This key combination will select the next notebook page. When the last notebook page is 

displayed, this key combination will display the first page.  
 
SHIFT-CTRL-TAB:  This key combination will select the previous notebook 
 
Alt Key Shortcuts 
 
ALT-A Through ALT-Z: Certain menu items have underscores under a letter in the item name. Pressing Alt 

plus that letter is equivalent to selecting the menu item.  
 
ALT-1 Through ALT-9:  These keys select notebook pages, or tabs, 1-9, respectively. 
 
ALT-F4 :  This key combination will close the current window. It is equivalent to clicking 

the close window [X].  
Other Shortcuts 
 
TAB Key:  The Tab key moves the user from field to field within the data entry form. Before the 

field is exited, it is edited for errors (unless the edits for the field are overridden or the 
field is queried). Fields are ordered left to right, top to bottom, in normal reading order. 
When the Tab key is pressed in the last enterable field on a page, the notebook selects the 
next page and the text cursor is placed in the first enterable field on that next page. If a 
page contains no enterable fields, it is skipped.  

 
Shift – TAB:  Shift-Tab moves the user to the previously held field. It will not automatically switch 

pages 
 
F1 Key:  Depressing F1 displays context-sensitive help for the field containing the text cursor.   
 
T (F and B): On many date fields the user can enter a "T", for "today", and the current system date will 

display.  Additionally, the values "F", for "forward" (the next following date), and "B", 
for "back" (or, the immediately preceding date), are available.  These values may be 
repeatedly entered to continue the process of either advancing or reversing the date one 
day at a time.   

 
Left Mouse Click:  The left mouse button can be used to place the text cursor in a particular field by clicking 

when the mouse cursor is over the desired field. The left mouse can also select notebook 
pages by clicking on the tab for the desired page.  

 
Right Mouse Click:  A menu of options for a field may be displayed by clicking the right mouse button when 

the mouse cursor is positioned over the field. 
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Useful Phone Numbers 
 

 
 

Vital Records HELP DESK:  402-471-8275 
 
 

DHHS Help Desk for Network problems contact 
1-800-722-1715 or 402-471-9069 

 
 

  
Vital Records Phone Numbers 

 
Barb Trusty………………………402-471-2872 

    Marriage/Dissolution Registration Desk Clerk 
 
Jackie Fairbanks…………………402-471-0919 

    Registration Supervisor / Regional Training Coordinator 
 
  
 
 
 
 
 
 

 
 
 
 
 
 


